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This is the screen you see after completing the login process.

You will notice at the end of the blue menu bar there is a yellow question mark.  Clicking on the
question mark presents you with screen specific help information.  Every screen has this help feature.

Select “Bankruptcy” from the menu items in the blue menu bar.

The screen shown on the next page is displayed.
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Nothing has changed so far!

Select “Open a BK Case” from the categories listed below Bankruptcy Events.

* The next screen has changed, so please review the descriptions found below the screen. *
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Case Number - You still can’t assign a case number.  The program will automatically assign the
next available number.

Office - Select the appropriate division for your petition, by clicking on the down arrow
to display all options in the pick list.  Then click on the division name.  Refer to
the Court’s web site ( www.ganb.uscourts.gov ) for a list of counties by
division.

Date Filed - The date filed is automatically completed by the program.  You can’t change
this date.

Chapter - Select the correct chapter for the petition being filed.

Joint Petition - If the case is a joint petition, change the selection to “y” for yes.  This will allow
you the opportunity to add the joint debtor.  The default is to “n” for no, which
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refers to single debtor petitions.

Case Type - “BK” is the only choice, and therefore no action is necessary.

Deficiencies - If you are filing a complete petition with all schedules, and statements, leave the
selection as “n” for no, which indicates there are no deficiencies.  If there are
missing schedules and/or statements, select “y” for yes, and you will be asked
on a later screen to identify which schedules/statements are missing.

NOTE: If you discover on a subsequent screen that you have made an error, press the back
button until you have returned to this initial screen.  When you are back at this screen, you
must press the “clear” button and re-enter the information.

When you have made all of the above selections, press the “Next” button.

Search for the party name of the debtor by using either the Social Security Number, the Tax Id number
or the last name of the debtor.  If entering a business name, you should type the business name in the
last name field. ( Ex.- ABC Corp., not Corp, ABC)
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Then press the “Search” button.

If the name of the debtor appears, select the name by clicking on the name and pressing “Select name
from list”, and move forward to the next screen.  Once you have moved to the next screen, you will see
the address and social security number information of the debtor.  If this is incorrect, go back and select
any other names that appear to be the same as the debtor.  If the debtor name does not appear on the
list, select “Create new party” and move to the next screen.
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Fill in the blanks as you always do.  Remember to make the party role - Debtor.

You will notice at the bottom of the screen that there are five buttons.

If you need to add an alias for the debtor, select “Alias”.

The “Review” button allows you to review the previously entered information.

If you press the “Cancel” button you will be returned to the initial debtor name screen.

The “Clear” button should be used to clear all of the information on this screen only.

Press the “Submit” button when you have completed the required information.
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Complete the information above by referring to the Voluntary Petition you have prepared using your
petition preparation software.

Note: The change to this screen occurs in the “Type of debtor” field.  The program now
defaults to “Individual”.
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If you selected “y” on the initial screen, indicating an incomplete petition this screen will be displayed.  If
your petition is complete this screen will be bypassed.

On this screen you should place a check in the box beside all of the documents that are not included in
your petition.  Then press the “Next” button.

Note: If all of Schedules A - J are missing, select the top item “Schedules A-J”, and do not
select each Schedule individually.  If only certain schedules are missing, you should select
only those Schedules.

For Chapter 7 petitions, the Statement of Intent deadline is set on a subsequent screen.  If the
Statement of Intent is included in the petition, simply blank out the date.
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This screen has not changed, and therefore needs no explanation.

After you have attached the correct .pdf document, select the “Next” button as always.
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The proper receipt number for electronically filed cases is 0.

The program will automatically default to fifteen days from the date the petition was filed for incomplete
filings due.  Just accept the default date by pressing the next button.

For Chapter 7 cases, this is the screen where the Statement of Intent deadline is set. You will
see an additional box labeled “Statement of Intent Due”.   The default date will automatically
be set at 30 days from the date of the petition.   Remember if the Statement of Intent is filed
with the petition, simply blank out the deadline date.
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This screen again is familiar to you and requires no additional explanation.

Simply press the “Next” button as you always do.



13

Again, this screen is the same.  Once you have reviewed the docket text information press the “Next”
button again to complete the uploading of the petition.
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